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U.S. MARINE CORPS
CIVILIAN HUMAN RESOURCES OFFICE
Camp Smedley D. Butler, Okinawa

http://www.mcbbutler.marines.mil/BaseInformation/CivilianHumanResourcesOffice/ MLCIHAAnnouncements.aspx

Announcement No. 69-15 Date: 22 Oct 15

POSITION VACANCY ANNOUNCEMENT

Eligible employees who are interested in being considered for the following vacant position(s) should submit the required documents listed
below to the Japanese National Employment Unit, Civilian Human Resources Office (CHRO), located at bldg. #495(2F), Camp Foster by the
closing date, 16:30. Incomplete applications will not be processed. Applications are subject to screening prior to referrals and only
individual selected for interview will be contacted. Submitted applications will not be returned. For information call 645-3370.

*** PLEASE BE ADVISED SUBMISSION BY EMAIL OR FAX WILL NO LONGER BE ACCPETED ***
For those who do not have access to Camp Foster may drop off their application at Air Force or Navy HRO.
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PWO #: 108 Position title: Administrative Specialist, #010, BWT-1, Grade-4/5

MLC F/T Permanent \ Number of position(s): 1 \ Location: Camp Foster
Organization: MCIPAC, Civilian Human Resources Office

Area of consideration ZEAE#HH: Closing date: (#&HHIFR)
Okinawa Wide (MLC/IHAs employed in Okinawa) 28 Oct 15

HEENIZCTEAEINTWALE MLC/IHAEEE

Summary of duties: Serves as the Administrative Officer and personal assistant to the Director Civilian
Human Resources Office (CHRO) and assumes full responsibility of the Director’s program. Interprets
regulations and make commitments on administrative matters. Establish internal procedures and controls for
administrative operations for personnel within CHRO. Receives/screens telephone calls and visitors using
judgment and tactfully refers them to appropriate area for assistance. Performs work involved in the
procedural and technical phases, development of details, of the formulation and presentation of budget
estimated and execution of approved budgets. Prepares discrepancy reports to the CHRO Fund Administrator
and determines projected labor and material costs based upon accepted cost standards. Oversees CHRO
Supply purchasing budget and ensures regulatory compliance, coordinates with all sections for supply needs.
Responsible for final review of new CHRO developed local policies and Base orders to ensure compliance with
current correspondence regulations. Coordinates Director’s travel arrangements thru Defense Travel System
(DTS).

Qualification Requirements &%

1. Must have a minimum of two years clerical, technical or administrative work experience in related work.
2. Must be able to read, write, and communicate fluently in both English and Japanese (LAD-4)

3. Must be able to translate both verbal and written correspondence.

4. Must be proficient with office automation software (e.g. Microsoft Office Suite)

5. Have knowledge and experience in utilizing the Defense Travel System (DTS) and other set procedures.
6. Must have knowledge of Naval Correspondence.

Remarks: Determination of grade level will be made by management at the time of selection.
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1. MCIPAC/CHRO/MLC-IHA 12300/2(Rev 4/14) & Questionnaire | 1. MCIPAC/CHRO/MLC-IHA 12300/2 (Rev 4/14) & E{fijs
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